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authorized by that agency to enter into
such contracts, or through in-house ef-
forts.

Subpart 101-9.2—Program
Implementation

§101-9.201 Agency responsibilities.

The head of each agency, or his or
her designee, must designate an agency
mail manager to be responsible for es-
tablishing an agencywide mail manage-
ment program. The agency mail man-
ager must have visibility within the
agency and be at a managerial level en-
abling him or her to execute an agen-
cywide program. The responsibilities of
the agency mail manager include:

(a) Ensuring agencywide awareness
and compliance with the mail manage-
ment standards set forth by the U.S.
Postal Service in the Domestic Mail
Manual, the International Mail Man-
ual, the Memo to Mailers, and the
Postal Bulletin, as well as GSA stand-
ards and guidelines.

(b) Negotiating on behalf of the agen-
cy with the U.S. Postal Service for
mail related services and implementing
operational procedures for services ac-
quired from private delivery vendors
and couriers.

(c) Developing and distributing
throughout the agency an agency mail
cost control program. The agency cost
control program must include, in addi-
tion to written policies regarding ac-
tions and procedures necessary to pro-
vide timely and cost-effective dispatch
and delivery of mail, a plan for transi-
tion to automated mailing procedures,
including: automated addressing, ad-
dress list management, and electronic
mail. This program must include:

(1) Developing and issuing on an
agencywide basis program directives,
guidance, and policies for timely and
cost-effective mail management. Cop-
ies of program directives, policies, and
guidance must be available for inspec-
tion by GSA. This includes at a min-
imum:

(i) Instructing mailers to use expe-
dited mail only when required. Mail
managers should require that mailers
avoid excessive use of expedited mail
services. Generally, expedited mail
should not be used on Fridays, week-
ends, or the day before a holiday. When
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expedited mail is needed on Fridays,
weekends, or the day before a holiday,
the mail manager must coordinate
with the mailer to ensure delivery to
the addressee. For example, if the ad-
dressee’s building will not be opened
consider other delivery arrangements.
The mail manager must establish con-
trol procedures including written in-
structions on cost-effective use of expe-
dited mail and must review scheduled
expedited mail dispatches to determine
if expedited service is necessary. If ex-
pedited mail is not necessary, alter-
natives to be considered include, but
are not limited to: First-Class and Pri-
ority Mail, from the U.S. Postal Serv-
ice and package delivery services from
other vendors, if the agency has the au-
thority to contract for or enter into
agreements with such vendors and in
accordance with any existing contracts
or agreements for such services to
which the agency is a party.

(if) Maximizing agency cost-effective
participation in worksharing programs.
This includes proper address list man-
agement, compliance with automation
addressing standards, presorting, and
barcoding.

(2) Monitoring through the agency’s
local mail managers at all mail facili-
ties, mailings, and other mail manage-
ment activities using onsite inspec-
tions, checklists, or other inspection/
review methods.

(3) Developing and directing agency
programs and plans for proper use of
transportation, equipment, and supply
vendors, relative to mail management.

(4) Maintaining records of agency-
wide volumes (in pieces) and agency
postage expenditures (in dollars) by
class, weight, special services, and sub-
class/rate category of mail. One con-
solidated report on outgoing mail vol-
umes, postage expenditures, and mail-
able matter dispatched to all carriers
must be maintained. (Suggested format
appears in §101-9.4902.)

(5) Establishing procedures for the re-
view and verification of vendor charges
including charges contained in the U.S.
Postal Service’s Official Mail Account-
ing System billings. U.S. Postal Serv-
ice charges and other vendor charges
must be reviewed and verified at each
facility to ensure billing accuracy.
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(6) Ensuring that facility mail man-
agers increase their knowledge and
skills in mail management on a con-
tinuing basis. Training sources include,
but are not limited to: U.S. Postal Fo-
rums, Postal Customer Council meet-
ings, and training offered by the GSA
Interagency Training Center.

§101-9.202 Operational cost control
functions at the facility level.

The following operations and proce-
dures are applicable to all Federal mail
centers, facilities, and offices that gen-
erate and process mail. Each facility
must designate a mail manager. The
facility mail manager is responsible
for:

(a) Reviewing, on a continuing basis,
facility mail practices and procedures
to identify opportunities for improve-
ment and simplification.

(b) Providing centralized control at
each facility of all mail processing ac-
tivities including regularly scheduled
and specialized mail messenger serv-
ices, equipment, and personnel.

(c) Providing training which:

(1) Informs all levels of facility per-
sonnel on cost-effective mailing prac-
tices for incoming, internal, and out-
going mail.

(2) Includes supplemental guidance
and instruction in a format designed
for easy reference, revision, and use by
persons processing incoming, internal,
and outgoing mail or using mail mes-
senger operations. Such information
must be distributed to all persons proc-
essing mail and users of mail mes-
senger services.

(d) Establishes a policy of and proce-
dures for participation in the Coopera-
tive Administrative Support Unit
(CASU) program where applicable and
when cost-effective. A CASU can typi-
cally provide pickup, sorting, and dis-
patch of mail through a CASU-man-
aged mail center.

(e) Where authorized, contracting for
worksharing programs when mail vol-
umes or lack of resources for proper
mail preparation; e.g., presorting and
barcoding, make contracting for
worksharing the cost-effective choice.
Any solicitation for contracting for a
mail center must require the con-
tractor to comply with operational
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procedures of the agency mail cost con-
trol program.

(f) Conducting discussions with local
U.S. Postal Service for mail related
services and implementing operational
procedures for services acquired from
mail delivery vendors or couriers.

(g9) Processing mail by class with ex-
pedited mail, First-Class, and Priority
Mail being processed before lower
classes of mail.

(h) Attempting to deliver mail to the
action office (the office responsible for
taking action on the mail once it is re-
ceived) within 6 hours after it is re-
ceived by the agency from the carrier.
Every attempt should be made to de-
liver mail to the address or addressee’s
office; however, incoming bulk busi-
ness rate mail addressed to an indi-
vidual may be discarded if the facility
cannot readily ascertain the name or
whereabouts of the addressee. Incom-
ing First-Class mail that cannot be de-
livered must be returned to the sender,
per the U.S. Postal Service’s Domestic
Mail Manual.

(i) Reporting unauthorized use of
agency postage including penalty or
commercial mail stamps, meter im-
pressions, or other postage indicia im-
mediately upon discovery to the agen-
cy Inspector General or internal secu-
rity office, as appropriate.

(J) Reporting mail center deviations
from the agency’s occupational, safety
and health program, in accordance
with 29 CFR part 1960 and 29 CFR part
1910.

(k) Establishing and implementing
procedures to ensure that mail com-
plies with U.S. Postal Service address-
ing standards which include automated
and electronically generated mailing
addresses in order to eliminate as
many handwritten addresses as pos-
sible. Compliance includes ensuring
machine readability, proper  for-
matting, use of directionals (N. Main
St., 4th St., NW, etc.), and accurate
mail preparation for the various class-
es and discount rates and/or for the
best possible delivery service. The U.S.
Postal Service publications (Domestic
Mail Manual, International Mail Man-
ual, Memo to Mailers, and the Postal
Bulletins) contain all U.S. Postal Serv-
ice regulations for proper mail prepara-
tion and dispatch, and must be utilized



